 West of England Centre for Inclusive Living


	Job title



Payroll Administrator

Team                                             Finance

Internally accountable to
           Finance Manager

Key customers/contacts

Service Users , Direct Payment support advisors Finance Manager, and HMRC,

Responsible for


No-one

	


	Job summary

· To provide an efficient and accurate payroll service to customers

· To provide high quality support to Direct Payment recipients on payroll issues

· To support the Finance Manager with other financial administrative tasks as required 




	Job responsibilities

· Accurately, input payroll data into the system in accordance with statutory and contractual obligations and to pre-defined time-scales

· To provide friendly and efficient information support to customers both internal and external

· Ensure compliance with regards to PAYE, Revenue and Customs, filing and clerical duties

· Process relevant Inland Revenue forms including P45, P46 etc.

· To maintain accurate records, both paper an electronic and run regular and special reports as required

· To assist in year end payroll process

· To ensure all correspondence received is dealt with and responded to in a professional and timely manner

General

· Uphold WECIL’s Equal Opportunities Policies and ensure effective implementation in all relevant aspects of service delivery and staffing

· Act at all times within WECIL’s Rules, Policies, Procedures, Standing Orders and Financial Regulations and any other statutory requirements 

· Observe WECIL’s Code of Conduct at all times and advise any suspected breaches to the Finance Manager

· Observe health and safety procedures in the workplace to ensure personal safety and to safeguard the interests and safety of colleagues, customers and visitors

· Undertake other duties and responsibilities as appropriate since all staff are expected to work flexibly within their skill level to respond to changing priorities and make sure that customer needs and business objectives are met

Hours

· 35 hour week, occasional requirement to work flexible hours 


Signature 

Of Post holder …………………………………………………..

Print Name ………………………………………………………

Date ……………………………………………………………….
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